Case File Management Standards

Table of Contents

Introduction

Areal: Active Case File M anagement

11 Caselnitiation and Maintenance ................oo. ...

1.1.1 Establishing and Maintaining CaseFiles...............
1.1.2 Establishing and Maintaining Register of Actions .......
113 CaseMonitoring . ......covvviveei i
1.1.4 Establishing and Maintaining Indexesto Case Files . .. ...
1.1.5 Establishing and Maintaining Group Files..............
1.1.6 Providing Public Accessto Records; Confidential Records
1.1.7 Receipt and Return of Exhibits ......................
1.1.8 Establishing and Maintaining Juror Records ............

1.2 CaseDispositionandClosing ...,

1.2.1 Establishing and Maintaining Consolidated Arrest Warrant/

License SuspensioniIndex ..........................
1.2.2 Maintaining Court Reporter’s and Recorder’s Notes .. ...
1.2.3 Court Recordings - Audiotapes/Videotapes.............

1.3 Post Adjudication Activity .......... ... .
131 Appea Processing .........c.couvuiiiiniienanannnnn
1.3.2 Inactive Filing Systems (Records Storage) .............

1.3.3 Implementing Records Retention Schedules ............
1.3.4 MicrographiCs . ...

Area 2. Filing Systems and Storage

21  ActiveFiles- Space, Equipment, and Supplies ..............

22 InactiveRecordsStorage...........coviiiiiiiiiii

(rev. 5/2001)



Case File Management Standards

Table of Contents (continued)

Area3:. Formsand Reports
3.1 Management .. ...
32 Analyssand Design ...
Area4: FileRetention and Destruction
4.1 FileContentsRetained and Destroyed . ...........................
4.2 Retention Schedules .. ... ... ...
4.3 Destructionof Files .......... .
Area5: RecordsMedia
5.1  MicrographiCs . ... .ot
52  Facsmileand Other Electronic Transmission .....................
Area6: Other
6.1 CaseTypeCoUes .....c.itiiiti e e

Index of Subject Matter

Appendix

Sour ces

(rev. 5/2001)



I ntroduction

Purpose

The court, under the direction of the chief judge, has responsibility for the maintenance of all
records necessary to adequately support the business of the court which is accomplished through
the assistance of various staff support, including but not limited to, court administrators, registers
of probate, clerks of the court, and friends of the court. These standards identify both the basic
elements for managing case file records within the trial courts and the basic roles that various
staff have with regard to that management. Although there are many other records within the
trial courts which would benefit from records management, the role of these particular standards
isto provide the trial courts with minimum criteria and procedures for achieving systematic
control over al of the recorded information relating to case files, from case initiation to
permanent retention or destruction of the records.

Records Management in General

The case file management standards are afirst step toward establishing a framework by which
the trial courts may implement a records management program. A records management program
has responsibility for controlling records throughout the court for the life cycle of those records.
A records management program generally includes the creation, distribution, use, retention,
storage, retrieval, protection, preservation, and final disposition of each type of record. The
primary functions of records management are records retention and scheduling, inactive records
storage, records security, document storage and retrieval, and micrographics systems.

At each stage of activity in the life cycle of arecord, someone must be responsible for controlling
therecord. In order to maintain thistype of control, the records management program is also
responsible for establishing standards, policies, and procedures which will produce effective
control. Thetype of control atrial court uses depends on the organization of the court and the
practical needs of those who use the records. Courts may choose a centralized file system, a
decentralized file system, or a decentralized file system with centralized control. There are
benefits and advantages to each type of file system, so the decision should be made only after
conducting arecords inventory and procedural analysis

Development, Layout and Design of Standards

The case file management standards are the result of the recommendations and hard work of the
Michigan Trial Court Case File Management Standards Committee. The case file management
standards focus on five primary areas of records management:1) active case file management; 2)
filing systems and storage; 3) forms and reports management; 4) file retention and destruction;
and 5) records media. The area of active case file management is grouped by the three major
phases of case management: 1) case initiation and maintenance; 2) case disposition to closing;
and 3) post-adjudication. Each of the standardsis identified as a separate component and
provides, at a minimum, the technical criteriafor the component. Each component may also
contain procedures, authoritative citations, and cross references to other components or sources
of relevant information. Other materials are provided in the Appendix.



